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Step 1:  Learn How to Access SharePoint
· Designated Weaving Team members will have access to a folder in SharePoint 
· All Weaving Team drafts created and evidence that is curated will be placed in SharePoint
· If you don’t have access to the SharePoint, contact Patty Quinones via email for a direct link to the Weaving Team folder
· Resources to use SharePoint effectively:
1. Open the Weaving Team folder in SharePoint
2. Open the “How to Document Evidence” folder
3. Read: “How to Collaborate on a Document in SharePoint”
4. Watch: “Create, upload, and share files in a document library (microsoft.com)”

Step 2:  Select the “Best Evidence”
· Weaving Teams will review each Standard to identify descriptive words and phrases that define and limit the relevant evidence to support how Mt. SAC meets each element. 
· Before collecting evidence, review ACCJC resources:
1. Read: Section 2.5 “Selecting Evidence” found on page 11 of the ACCJC Guide to Institutional Self-Evaluation, Improvement, and Peer Review
2. Review: “Possible Sources of Evidence” for the Weaving Team Standard. These can be found in the ACCJC Guide to Institutional Self-Evaluation, Improvement, and Peer Review
3. Watch the ACCJC Educational Series videos on Preparing the ISER 
· Interpreting the Standards (Length: 4 minutes 47 seconds)
· Evidence to Use (Length: 5 minutes 31 seconds)
· Writing to the Standards (Length: 4 minutes 26 seconds)
4. Review: “Sample Evidence Documents” in the “How to Document Evidence” folder 


Step 3:  Save and Name Evidence
· Please only include evidence which is explicitly named in the Weaving Team draft
· All evidence must be saved as a PDF file, including websites
· Evidence should be in Portrait Orientation  
· Evidence Naming Convention:
· Standard Name + Document name + Date (if applicable) + Description
· Date = Last review, minutes creation, meeting date, etc.
· Example: III.A.5 Board Meeting 2-23-2022 HR Faculty Tenure List
· Resources to convert a website or file to PDF:
1. Open the Weaving Team folder in SharePoint
2. Open the “How to Document Evidence” folder
3. Read: “How to Convert a Website or File to PDF”
Step 4:  Highlight Essential Elements of the Evidence
· Highlight the essential elements of the evidence that demonstrates meeting the Standard 
· For example, if the evidence is meeting minutes it is unlikely that the entire document is applicable to the Standard.  Highlight the item in the minutes that pertains to the standard.
· Each piece of evidence must be easily read and understood by peer reviewers  
· Resources to highlight PDF files:
1. Open the Weaving Team folder in SharePoint
2. Open the “How to Document Evidence” folder
3. Read: “How to Convert a Website or File to PDF”
4. Review: “Sample Evidence Documents”

Step 5:  Check the PDF for Accessibility
· All evidence must be accessible. 
· Before uploading your evidence to SharePoint, check each PDF file for accessibility.
· Resources to make your PDF accessible:
1. Open the Weaving Team folder in SharePoint
2. Open the “How to Document Evidence” folder
3. Read: “How to Make Your PDF Document Accessible”
4. Contact Pedro Suarez with PDF accessibility questions
5. Submit requests for help with complicated documents to www.mtsac.edu/accessibilityhelp

Step 6:  Upload Evidence and Complete Evidence Log
· Upload each PDF of evidence to the Weaving Team folder in SharePoint 
· Fill out the Evidence Log (Excel) found in the Weaving Team Evidence folder
· Complete each section of the log following the sample provided
· Log the evidence in consecutive order for how it appears in the draft of the Standard.  Avoid numbering, as the draft and evidence is dynamic and will change.
· The Evidence Log provides a reference point for evidence collection throughout the ISER development process. Each section of the ISER will go through several drafts.  It is expected that evidence will be added or changed as the drafts evolve. Not all evidence submitted will be used in the final report.  
· Resources to upload evidence in SharePoint:
1. Open the Weaving Team folder in SharePoint
2. Open the “How to Document Evidence” folder
3. Watch: “Create, upload, and share files in a document library (microsoft.com)”
· Each time you upload or change a piece of evidence, update the Evidence Log. 

Do you need help with any of these steps?  Contact your Core Team Liaison.
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